

	HIRE
	REHIRE
	ADD CONCURRENT
	GETTING TO TIMEKEEPING GROUPS

	Home

Administer Workforce 

Administer Workforce (GBL)

Use

Hire

Insert Employee ID, if none Click ADD (one will be assigned)

Complete Name TAB

Complete Address TAB

Click Campus Address LINK

Click OK (Back)

Click Phone LINK

Click OK (Back)

Complete Personal Profile/ and Eligibility/Identity TABS

See Instructions for Job Data to continue Hire Process


	Home

Administer Workforce 

Administer Workforce (GBL)

Use

Job Data

Insert Employee ID

Insert Record Number

Click OK

Update Name TAB

Update Address TAB

Click Campus Address LINK

Click OK (Back)

Click Phone LINK

Click OK (Back)

Update Personal Profile and Eligibility/Identity TABS

See Instructions for Job Data to continue Rehire Process
	Home

Administer Workforce 

Administer Workforce (GBL)

Use

Add Concurrent Job

Insert Employee ID 

Click OK

Complete Work Location TAB

Complete Job Information TAB

Complete Payroll TAB

Click Earnings Distrib. LINK

Click Job Data LINK (Back)

Complete Salary Plan TAB

Complete Compensation TAB

   -Complete Pay Components

SAVE


	BIWEEKLY

Home

Self Service

Manager

Tasks

BW Current Entry 

Insert Group ID (must enter leading zeros)

Click SEARCH

Find person

OR

MONTHLY

Home

Self Service

Manager

Tasks

Exception Hrs. & PPA Entry

Insert Employee ID OR

Click on Lookup Empl. ID

Enter Date

Click SEARCH

	NEW POSITION
	VACANCY
	RECLASS
	JOB REQUISTION



	Home

Develop Workforce 

Manage Positions

Use

Position Data

Click Add a New Value LINK

Click Add

Insert Job Code; Tab out

Insert Reason Code:

    -NEW  (new position)

Complete Description TAB

Click Supv/Essential Duties LINK

Click OK

Click on Educ/Experience LINK

Click OK

Complete Work Location TAB

Complete Job Information TAB

Chg Dept Hold to Approved

SAVE


	Home

Develop Workforce 

Manage Positions

Use

Position Data

Input Position Number (must enter leading zeros)

Click SEARCH

Click  +  (Insert Row)

Insert Reason Code:

    -INA (Pos. Inactivated)

    -STA (Pos. Status Chg)

    -TTL (Wrkg Title Chg)

    -UPD (Pos. Data Update)

    -UPR (Pos. Desc. Update)

Update TABS/LINKS as app.

Chg Dept Hold to Approved

SAVE


	Home

Develop Workforce 

Manage Positions

Use

Position Data

Input Position Number (must enter leading zeros)

Click SEARCH

Click  +  (Insert Row)

Insert Reason Code:

    -CAR (Career Progression)

    -RDE (Reclass-Demotion)

    -RPR (Reclass-Promotion)

    -RTR (Reclass-Lateral)

Update TABS/LINKS as approp.

Chg Dept Hold to Approved

SAVE


	Home

Develop Workforce

Recruit Workforce (GBL)

Use

Job Requisition Data

Click Add a New Value LINK

Click ADD

On Job Details TAB fill in Position Number

Complete TABS as approp.

Chg Dept Hold to Approved

SAVE




	PERSONEL EXPENDITURE TRANSFER


	ASSIGN/CHANGE TIMEKEEPING GROUP
	JOB DATA


	TERMINATE/ RESIGNATION

	Home

Compensate Employees

Maintain Payroll Data (US)

Use

PET Page

Select Search By:

    -Department ID

    -Empl ID

    -Last Name

    -Name

    -Personnel Status

Enter info as appropriate

Click SEARCH

Select appropriate employee

Click  +  (Insert Row)

Complete Pet Data TAB

SAVE
	Home

Administer Workforce

Administer Workforce (GBL)

Use 

Job Data

Enter Employee ID 

Click SEARCH

Click  +  (Insert Row)

Insert Reason Code:  

     -Data Chg/MSC

Job Information TAB-assign/ change Timekeeping Group

SAVE
	Home

Administer Workforce

Administer Workforce (GBL)

Use

Job Data

Insert Employee ID

Complete Work Location TAB

Complete Job Information TAB

Complete Payroll TAB

Click Earnings Dist LINK

Click Job Data (Back)

Complete Salary Plan TAB

Complete Compensation TAB

SAVE
	Home

Administer Workforce

Administer Workforce (GBL)

Use

Job Data

Insert Employee ID

Click SEARCH

Click  +  (Insert Row)

Effective Date (day after last working day)

Action/Reason: Termination

SAVE

	ADDITIONAL PAY

	FINDING A POSITION NUMBER FOR YOUR UNIT
	FIND JOB REQUISITION
	FIND ARCHIVED EMPLOYEE DATA

	Home

Compensate Employees 

Maintain Payroll Data US

Use

Additional Pay 

Insert Employee ID  

Click SEARCH

Click  +  (Insert Row)

Complete TABS as approp

SAVE
	Home

Develop Workforce

Manage Positions

Use

Position Data

Enter Dept ID and any other information known

Click SEARCH (all positions with search criteria will be listed under Search Results)

Click on position
	Home

Develop Workforce

Recruit Workforce (GBL)

Use

Job Requisition Data

Insert Position Number (must enter leading zeros) AND/OR Jobcode and Dept ID

Click SEARCH


	Home

Administer Workforce

Administer Workforce (GBL)

Inquire

Archived Employee Data OSU

Select SEARCH By:

    -Empl ID

    -Name

    -Social Security #

Enter info as appropriate

Click SEARCH

	RF PROJECT INFORMATION
	UPDATE EDUCATION PAGE
	JOB SUMMARY

(INQUIRE)
	SEARCH BY NATIONAL ID

	Home

Administer Workforce

Administer Workforce (GBL)

Inquire

RF Project Information

Insert RF Project #

Click SEARCH
	Home 

Develop Workforce

Manage Competencies (GBL)

Use

Education

Insert Employee ID

Click SEARCH

Update TAB OR Insert Row for additional degree

SAVE
	Home

Administer Workforce

Administer Workforce (GBL)

Inquire

Job Summary

Enter Employee ID or Name

Click SEARCH

View TABS as necessary
	Home

Administer Workforce

Administer Workforce (GBL)

Inquire

Search by National ID #

Enter Social Security # (dashes are not necessary)

Click SEARCH



